
ePASS Quick Reference Guide for County Security Delegates 
Deleting an Existing Worker 

 
A worker’s access should be deleted immediately once that worker is no longer with the agency.  
The delete request can be submitted up to 60 days in advance, and does not require the worker to 
be set to inactive first. 

• If possible, the worker record should be set to ‘Inactive’.  This can be done via ePASS by 
clicking on Worker > Maintain. 

a. There could be a few issues in setting the worker to inactive.  All assignments 
must be closed, and the worker cannot be part of an active approval chain. 

b. If the worker is no longer with the agency but still has pending approvals, you 
will need to contact the help desk to let them know the worker that has the 
approvals and which supervisor those approvals should go to.  The approvals are 
then set to the supervisor at the end of the month. 

      **This will be an online function in eWiSACWIS in the Jan. 2006 release 
 

1. Click on ‘Worker’ > ‘Delete’ or the  button 
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2. Select the worker to be deleted by clicking on their name.  If the worker’s name did not 
appear, their worker record was not set to inactive yet.  Select ‘Active’ in the Worker Status 
drop-down to see all active workers in your county.  Then click the name of the worker you wish 
to delete. 
 

 

Use the Worker Status drop-
down to find the worker that 

needs access deleted, and then 
click on worker’s name
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4.  Enter an effective date, and then click .  This will delete the worker’s 
access to eWiSACWIS immediately.  If the deleted worker tries to log in after the request is 
submitted, they will receive a ‘403 Forbidden’ error message.  You cannot enter a date more than 
60 days into the future. 
 

 

Enter Effective Date or click 
on the icon to open a calendar 
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